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Application Overview

Introduction

The Adult Education Performance application was developed to help the Arizona Department of Education
and Adult Education providers track the progress of students and Adult Education programs.

Requirements

In order to run the application, you need the following:
e A PC or Macintosh computer
e Internet Explorer 4.0 or higher

e An Internet connection

How to Start the Application

To enter Adult Education Performance directly, the address is:
http://www.ade.state.az.us/adulted

Adult Education Performance can also be accessed from the ADE Web site:

Access ADE's Web site at http://www.ade.state.az.us/, click Links, then select Adult Education. From the
Adult Education page, click on the Adult Education Performance link.

The following pages are presented as a guide to using the application. This guide will show all of the pages
that you will encounter and explain what information should be entered on each. Since the browser and screen
resolution can vary from computer to computer, your screen may vary from those shown. These differences
are cosmetic and do not affect the way that the application runs.

Where to Get Answers

For application support including user names and resetting passwords, please contact:

Arizona Department of Education
Adult Education Division

1535 West Jefferson

Phoenix, AZ 85007

Telephone: 602-364-2265
Fax: 602-542-1161
E-mail: jfitzma@maill.ade.state.az.us

Adult Education Division 1 Arizona Department of Education
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Administrator — A specialized user who has the capability of maintaining the application parameters. This
will be assigned by the Department of Education.

DES — Department of Economic Security

Fiscal Year — The reporting year for the Department of Education. This runs from July 1 until June 30 of the
following calendar year. The year number comes from the calendar year that the fiscal year ends. Example:
Fiscal Year 2000 runs from July 1, 1999 to June 30, 2000.

Initial Placement — The Federal Level (e.g. Beginning ABE Literacy, Low Intermediate ESL, etc) to which a
student is assigned upon registration based on the lowest of assessed areas.

MTD — Month-to-Date. This refers to the number of hours a student has already been given in the month
chosen.

Provider — An organization that provides Adult Education services.

Provider Administrator — A specialized user who has the capability of viewing and maintaining information
for all of the sites of the provider. This will be assigned by the provider.

Site — A grouping under which the provider wants to summarize student activity. This may or may not
correspond to a physical site.

User — a person who logs on to the Adult Education Performance application. Unless they are an
Administrator or a Provider Administrator, they will have access to the data from one site only.

YTD — Year-to-Date. This refers to the number of hours a student has already been given in the fiscal year.

Adult Education Division 2 Arizona Department of Education
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Application Guide

Starting the Application

Opening Screen

Start the Adult Education Performance application
by accessing the web site directly
(http://www.ade.state.az.us/adulted) or by
following the links from the Department of
Education main page (http://www.ade.state.az.us).
The first screen you will see is the Application
Initial Screen. This shows legal disclaimers and
other information. Click on “Adult Education
Performance” to begin the application.

Login Screen

Once you have selected the Adult Education
Performance application, you will see the Login
screen. Enter your user name and password. The
user name will be provided by the Dept. of
Education Adult Education Division. If you are a
new user, see Setting or Changing your password
(below). Once you have entered a correct user
name/password combination and click “Submit”,
you will see the main menu.

Note: In most cases, you can also press “Enter” and
it will act as if you have clicked the “Submit”
button. This does not work on Macintosh
computers and unsupported browsers.

If you don’t know or can’t remember your
password, please call the Adult Education division
to have your password reset. See the phone
number on page 44 of this guide.

Tl Adult Education Testing - Micrasoft Intemet Explarer

File Edit Wiew Fawortes Tools  Help ‘ﬁ

s
Back Fertyard Stop  Rshesh  Home

Address [&] hitp: /testt /adulied/default.asp

- & {27 (=]
Mal  Pint  Tracker Translate

=] @6o

Seaich Faverites History

Ad-Ed Performance

This site is made available by the Arizona Department of Education for the entry of information

by providers of Adult Education and Family Literacy services in Arizona. To enter the application,
click on the appropriate button below

This application and software are owned by the Arizona Department of Education, protected by U.S. copyright
laws and international provisions, and may not be used except as the Depariment authorizes. The Department

shall not be liable for any damages whatsoever (including, without limitation, damages for the loss of business
profit, business interruption, loss of business information, or any other pecuniary loss) arising out of the use of or

the inability to use this software, even if the Department has been advised of the possibility of such damages

By clicking here,
Agduit Ed
Family Literacy
you are affirming that you have read, understood, and accepted the sbove

This site requires Microsoft Internet Explarer 4.0 or higher. To download the lastest version of
this browser, click the image below.

|
2] [ [ [5= Localintranet 7
Application Initial Screen
[
/J Adult Education Testing - Microsoft Intemet Explorer [_ O[]
| He Edt View Faviles Took Hep |
- . o B g &
Back Farwerd Stop  Refresh  Home Search Favorites  History Mail Print  Tracker Translate
Address Ia hittp:# fest1 /adulbed/secunity. asp ﬂ o
E

Adult Education Security

Fiscal Year 2000

[ | | | previoss ]

To gain access to this web site you must enter 3 valid user name and password, If you do not have 3
user name and password, or have forgotten yours, then you need to contact the Adult Education
Division and request access, See the Users Guide for contact information.

To change your password enter your user name, leave the password blank, and press Subrmit.

Login Information ‘

User Name:

|Passward

C Em

|&] Done || %8 Localinranet 7

Login Screen

Setting or Changing Your Password

Your password is your own identification to the application. Everyone who needs to have access to the
application should have his or her own password. DO NOT SHARE YOUR PASSWORD WITH
ANYONE! Your password does not expire, but it should be changed every few months. It should also be

Adult Education Division
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changed whenever anyone else might have access to your password or watched you type it. Even though the
password is not displayed on the screen, they might be able to guess the password by watching the keys you

type.

When selecting a password, it is good practice to not use passwords that could easily be guessed such as
spouse, child, or pet names; birthdates, phone numbers, etc. It should have a mixture of upper and lower case
letters, numbers and punctuation marks. It should be at least 6 characters long. Remember the password you
select. Do not write it down.

If you want to change your password or if you have no
password, leave the password blank on the Login Screen

and click the “Submit” button. You will see the warning to IF you are a NEW USER, or wart to change
he richt: your existing pazsword click 'Ok".
the rig t: Otherwize click 'Cancel’

Canu:ell

Microsoft Internet Explorer

New users or users whose password have been reset will
have no password and must set their password before they
can use the application. If you click “Cancel”, you will be
returned to the Login screen.

. 3 Adult Education Testing - Microsoft Internet Explorer [_[O] <]
Once you have clicked “OK”, the Change e \
Password screen appears. Enter your user name if [[& = 0 @ Wil 8 il i 0 5 e e
What iS dlSplayed iS not Correct. If you haVe a Adress [ itp://test fadited/secuity.asp Topw=1 huname=user] = ﬁsod
password and you are changing it, the OLD " Adult Education | e
password goes into the Password field. It must \ | Fiscal Year 2000
match the existing password exactly including | [ [ [ | previos |
upper and lower case, blanks’ ete. If you dO not To gain access to this weh site you must enter a valid user name and passward. If you do nat have a
have a password, this field must be blank. When a e DB TR R
password is reset’ lt Wlll be blank To change your password enter your user name, leave the password blank, and press Submit
Type the new password into both the New
Password and Confirm New Password fields. user hame

s— [—
BOTH OF THESE MUST MATCH EXACTLY. e
. . New Password

Any difference at all will cause the change to be e e
rejected. I E—
Once the passwords have been entered, press the L RBRNTR———

“Submit” button to change the password. If the
password change is successful, the application will
start. If it is unsuccessful, you will return to the Login Screen with an error message such as “New and
Confirm passwords don’t match. Password was NOT changed.” If you get this type of message, you must hit
“Back” on the browser to correct your entries and try again. Alternately, you can enter your user name and
password (or blank) and press “Submit” again.

Change Password

Adult Education Division 4 Arizona Department of Education
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Application Features

Screen Heading

Each application screen displays a heading. The first feature of this heading is the Application Title. This will
always read, “Adult Education”. The next item is the Screen Title. This will change depending on the portion
of the application currently being used. Following that is the name of the Provider and the Fiscal Year.

Application Title Screen Title

‘ Adult Education Student Record

Fiscal Year
\?Test Fiscal Year 2000

Provider

P Find g X Log
Main Menu Student Edit Mode n’ssessments Classes OFffExIt

Navigation Bar Links Navigation Bar

The background color of the Fiscal Year is significant. If it is green, the application is set to look at the current
year’s data. Ifit is yellow, it is not set to the current year, but the year selected will still allow data entries. If
the background is red, that fiscal year is closed and no changes can be made to the data.

The last feature of the header is the Navigation bar. This will show often-used shortcuts. The shortcuts shown
will change depending on where you are in the application. The first is usually the Main Menu and the last is
Log Oft/Exit. Click on the portion of the Navigation Bar showing the screen you want to go to directly.

Choosing links on the Navigation Bar will generally go directly to the link without saving any pending data on
the screen. If you want the data saved, save it, then click on the navigation bar link.

NOTE: If you are viewing this document in color, note that colors shown in the application background,
navigation bar, etc. may vary depending on browser settings. Links are often used to navigate through the
application. If you have visited the page that the link references, the color of the link may be different from an
unvisited link. This is normal. The link color and other colors depend on your browser settings. Some colors,
such as the background color of the fiscal year are set by the application and will not change with browser
settings.

Date Entry

Dates can be entered with slashes in m/d/yy or m/d/yyyy format (i.e.1/15/00 or 11/5/1975). If no century is
given (using 2 digits for the year), it will assume 19 for the first 2 digits if the year is 30 or greater. If it is 29
or less, it will assume 20. This is very important for entering birthdates before 01/01/1930 (using the default
century may cause people to be not born yet).

The dates can also be entered without slashes in mddyy or mddyyyy format. In order for the computer to
understand slashless dates, some rules must be followed:

e Numbers only — no other characters are valid.

e A one-digit month may or may not have a leading 0.

e The day must have at least 2 digits. Use a leading 0 if needed.
e The year must have 2 or 4 digits.

e The converted date must also be a valid date — month between 1 and 12, day between 1 and 31 (depending
on the month), valid year (00-99 or 4 digit year).

Adult Education Division 5 Arizona Department of Education
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Valid Dates Invalid dates

032557 03/25/1957 3599 (trying to put in 03/05/1999)
10874 01/08/1974 05275 (05/02/1975)

10132000 10/13/2000 06200 (06/20/2000 or 06/02/2000)
6152003 06/15/2003

Default Buttons

Most screens have a button that is set as the default — that is when you press the <Enter> key, the browser will
act as if you have clicked on this button. This is added as a convenience to the user, but there are several
instances where the default button may not work:

e You are using Internet Explorer on a Macintosh computer. Macintosh uses different standards and will not
perform the default function.

e The field in “focus” (currently in use or highlighted) is a dropdown. The <Enter> key acts as a selection in

a dropdown.

e You are using a non-supported browser. Non-supported browsers may act differently than the browser the
application was designed for.

Cancel Buttons

Most screens have a Cancel button. Pressing this button will allow the user to not make any changes even if

changes have been entered on the screen.

If a cancel button is not present, use Back on the browser toolbar to return to the previous screen or use the
Navigation Bar to jump directly to another screen.

Auto-Complete

This is not a feature of the application, but a feature of Internet Explorer. If it is not disabled, the browser will
give you a list of options based on previous entries. For example, in the City field, if you start typing a city
name, the browser will show you a list of cities that begin with the letters you have already typed. You may
continue to type in the name or you can select from the list. Either clicking on the desired text or pressing the
down arrow until the desired text is highlighted, then pressing <Enter> selects an item from the list. For more
information, see “AutoComplete” in Internet Explorer help.

Adult Education Division
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The main menu is where you will select what idu"ucinnhtins-ﬂiwo't I E'E
. . Fle Edt Yew Favoies Took Help

fungtlons you want to perform. 'Not a.ll 0pt10n§ are = Al o B a8 v

aVallable tO all users’ SO the Optlons dlsplayed mn Back Ia Forward Gtop  Refiesh Home | Search Favortes History Mail Print Edit J 6) “

. . . Ageess [€] Hitp:/ftestl/adubed/main ax x| @Go ||Links >
this document may include some that you will not : = 5
see. Adult Education Main Menu

. Test frovider Fiscal Year 2000
ghe scre(}n 1?hown has more options past the e i R B s
ottom of the page.

Default Button Please choose which action to perform from the menu below.

None.

C I B tt Change Current Year Change the year you wish to wiew data for

ancel bution e g
Student (Search or Find)  |Find information about a specific student
NOIlC. Student (Edit Existing) Edit an existing students information
NaViqation Bar OptiOI’lS Student (Add New) Gather information to add a new student to the database
Student (Re-enroll) Re-enroll a student from a prewious fiscal year
LOg Off/EXit o Retul‘nS you tO the Openlng SCI‘een Class Information View/Edit udets by Class
Enu ]
(See page 3) Standard Reports Various Reports (such as student lists)

M Export Data Download Data to a local machine
No entry fields on this screen. E L J,

Links

Main Menu Screen

All menu items are links to other web pages.
There are 3 main areas of the menus:

o Select Criteria — Change the current settings of the application.

Change Current Year-Change the year you wish to view data for. This option allows you to change
the currently selected fiscal year. See page 23.

e Main — Links to the main editing screens.

Student (Search or Find/Edit Existing)-Select an existing student or search for a student. When a
student is selected, the student information will be shown in view mode unless Edit is selected. See
page 13.

Student (Add New)-Enter information needed to add a new student to the database. Enters basic
student information and searches for potential conflicts. After the student is added, the student
information will be shown in display only mode. See page 9.

Student (Re-enroll)-Re-enroll a student from a previous fiscal year. Select a student from a previous
year and re-enroll them for the currently selected year. Once the student is added, the student
information will be shown in display only mode. See page 15.

Class Information-View/Edit students by Class. Allows entry and display of class information. Also
provides links to student hours by class, student assessments by class, etc. See page 24.

e Reports — Various reports.

Standard Reports-Standard Reports (such as student lists). See page 31.

Adult Education Division 7 Arizona Department of Education
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Student Edit Screens
Student (Add New)

When entering a new student, enter either the social
security number or the student name and birthdate.
All information about the student should be input
then click the “Add” button. The application will
search to see if any exact matches are found
already in the database. An exact match for adding
a student is if the first name, last name and
birthdate match or if the Social Security number
matches.

If you are adding a new student and possible
matches are shown, look them over carefully to
make sure that none are the same student as the one
you are attempting to add. If none of the matches
is the student you are entering, click on the “Add
Student Now” button (on lower screen). If you
wish to view more detail of a student found in a

Z Adult Education Testing - Microsoft Internet Explorer =1 B3
Fle Edt Yiew Favorites Tooks Hek [
B S L2 =

Mail Frint Tracker Translate

Bl

e
Back Forward Stop  Refresh  Home

Address [8] hp:/itest adulted/student. aspPpurp-add

Search Favorites  History

Student Search ‘
Fiscal Year 2000

Log Off /Exit

| Adult Education |
[

Test Provider |

Main Menu Find Student | EditStudent | |

To Add a mew student, key in Either the student's first name, last name, and date of birth, OR
all @ digits of the student's SSN. (The student will not be added without all 9 digits.)

Add a Student
e ]

Social Security

Student Name

(first/miflast) = [ [Student

Birth Date li

(month first) 05/05/54

e
=

@] Done | [ 5% Localintiznet =

Add New Student

match, press the “View” link to go to the view of that student (see page 16).

Make sure that you do not enter a student more than once into to the application. Duplicate entries will cause

confusion once they have been set up.
Default Button
Add (checks if the student can be added without

potential conflicts). Returns results or proceeds to
Student Information Add (see page 10).

Cancel Button

None.

Navigation Bar Options

Main Menu — Returns you to the Main Menu
Screen (see page 7).

Find Student — Student search in View Mode (see
page 13).

Edit Student — Student search in Edit Mode (see
page 13).

Log Off/Exit — Returns you to the Opening Screen
(see page 3).

Fields

Social Security — Enter the Social Security number
of the student you want to add.

"3 Adult Education Testing - Microsoft Internet Explorer [_[OIx]
Fle Edt Wew Favoites Tool Help |ﬁ

= pa o B e B g 6 4

Back | Fomard Stop  Refresh  Home Mal  Pint  Tiacker Transkte
Address [@] ntip-itestt /adulied/student. asp =] #ta

|

Search Favortes  History

Adult Education Student Search

Fiscal Year 2000

] wgon/ea

Test Provider

Main Menu | Find Student | EditStudent | |

To Add a new student, key in Either the student's first name, last name, and date of birth, OR
all 9 digits of the student's SSN. (The student will not be added without all 9 digits.)

There iz a possible conflict. You chose to add & new student but there are
existing students with similar information. If you still wish to add this student
with the information you typed then click on Add Student Now link. If you do
NOT wish to add a student with this infarmation then key in new information,

[145050554  [Student [Ima 4 [Peoria [85123 [s2ei12222  [5/5/54 |view

Add Student Now
Add a Student

Social Security
Student Name
{first/mi/last) [ima [&” [Sudent
Birth Date l—
(month first) 5/5454
Add

N

Gl B

s
Ta
7% Local intranet

Add New Student with Results

Student Name — Enter the student’s name (first, middle initial and last).

Birth date — Enter the date of birth of the student.

Adult Education Division
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Links

View — View the listed student information (see page 16).

Add Student Now — Proceeds with adding the student (only used when there is a potential conflict See
below).

Student Information Add

This screen is shown once you have confirmed that _ e
you want to add a student. It is very similar to Wi ———
Student Information Edit (see page 17) except that
it does not allow input of all of the information that
Edit allows.

Default Button

Save (2 buttons at top and bottom) — Performs
validity checks to see if required information has
been entered. If required information has been
entered, it saves the student record in the database.
If more information is needed, the required

tings

ana03133333 0,
g
aaaa13113

’

?

‘W

information will be shown and a save is not done. — |

When the save completes successfully, it will R

proceed to the Student Information View screen e ":7

see page 16). : e S =

(see page 16) = -

Cancel Button oo [ -

e {5 I [ |

Returns to Find a Student N I e =
Navigation Bar Options REst S e—

Cancel — Returns to Find a Student Student Information when Adding New Student

Fields

ID — Automatically generated by the application once the data has been entered. Composed of the student’s
initials and date of birth. Not editable.

Name (Required) — Student name. Uses defaults provided from previous screen, but can be changed here.

SSN — Social Security number of the student. Uses default from the previous screen, but can be changed here.
Duplicate Social Security numbers are not allowed, but can be blank.

Address Line (1/2) — The mailing address of the student (number and street only).

Apt. — Apartment number of the student’s address.

City — City Name. This will give you a warning if left blank.

State — 2 character state code i.e. “AZ”. This will give you a warning if left blank.

ZIP — Zip code. This will give you a warning if left blank.

Phone numbers — Enter the area codes and phone numbers that can be used to contact the student.

Permanent Contact information — Enter the address, phone and name of a person who will know how to
contact the student if the student moves.

Date of Birth (Required) — Enter the date of birth of the student.
Gender (Required) — Enter the gender if known. If not known, use “Unknown”.

Adult Education Division 10 Arizona Department of Education
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Ethnic Group (Required) — Enter the main ethnic group with which the student is associated.
Signed Release — Check this box if the student has signed the release form.

Registered Date (Required) — Enter the date the student registered for school. This date must be in the current
fiscal year and cannot be beyond the date that the information was entered or changed.

YTD Hours — This is a calculated field and cannot be entered. It will always be 0 for new students.

Initial Placement (Required) — Enter the level at which this student is beginning this fiscal year.

DES — Indicates whether the student needs to be tracked for DES. This is a calculated field and is not editable.
Referral — Select the method through which the student was referred to the program.

Entry Status (Required) — Check all that apply. At least one must be checked.
Links

None.
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Student (Search or Find),
Student (Edit Existing)

When you select to work with student records,
whether you want to edit the student record or view
it, the first thing that must be done is to search for
the student. The heading and some of the buttons
will change depending on your selection.

When looking up a student, only enough
information necessary to find the student should be
input. If multiple students match the criteria you
input, all matches will be returned. At least one
criterion must be input. If you want to list all
students, put “%” in one of the criteria.

Each of the lines (Social Security, Student Name,
Birthdate) on the screen is evaluated separately. If
multiple lines of criteria are used, matches found
with either of the lines are retrieved. Partial
matches are allowed except on the birthdate.

For example, If I put “528” in the Social Security
number and “Ha” in the last name, it lists all whose
SSN begin with “528” OR whose last name begins
with “Ha” (see screen).

When the student whose record you want to edit or
view is shown, click the “View” or “Edit” link by
the student (“View” link shown).

Default Button

Find or Edit — lookup student based on search
criteria. Returns search results.

Cancel Button

None.

Navigation Bar Options

Main Menu — Returns you to the Main Menu
Screen (see page 7).

7] Adult Education Testing - Microsoft Internet Explorer [_ O] x]
File Edt ¥isw Favortes Took  Help |ﬁ
= - a B 5 & &

Back | Fowsd | Stop  Refresh  Home Mal  Prn  Tracker Translate

Search Fawortes  History

Address |@ hitp: /test] /adulted/student. asp ?purp=find | @

=l

Adult Education Student Search
Test Fiscal Year 2000

[ weinmteny | Editstudent | agastwdent | | | togorjet |

Type in the students SSM, any part of their name, or their birthday. You may enter any
combhination of the fields. You may also enter partial information in the S5M or the Name fields.
(Example: to find Andrew Smith you may type "A Smith" and the search will find the student).

Find a Student

Sacial Security Find-Help
Student Name
(first/miflast) I I_ I
Birth Date l—
(month first)
-
@] Dane [ [ 5% Localintranet 7

Find a Student Screen

|3 Adult Education Testing - Miciosoft Intemet Explorer
Help |

B 5 & A

Mal Pt Tracker Tranlate

File Edt “iew Favoites Tools

s 0
Back Fonierd Stop  Refiesh  Home

Seach Favories Histoy

Adress [@] bitpesitest! /aduted/student asp

=] @

=

[ Adult Education | Student Search |

| Test erovider | Fiscal Year 2000

Moin Menu | Edit Student | AddStudent | | ] Legofexit

Type in the students SSH, any part of their nams, or their birthday. You may enter any combination of
the fields. You may alsa enter partial information in the SSM or the Name fields, (Example: to find Andrew
Smith you may typs "4 Smith* and the search will find the student).

View

[5/5/54 [view (

le/e/se |view |

There are 2 possible matches

[1asos0ss4
|icsoenes4

[Student
[Student

[ma |4 [Peoria  [s5123 [s28112222
fna e | [

Find a Student

Student Name I
(first/miflast)
Birth Date ,—

Social Security

Find-Help

[

(manth first)

a

@] Done [ [ % Localintranet

Student Search with Results

Find Student — Restart Student Search in Find (view) mode. Only visible if not already in Find mode.
Edit Student — Restart Student Search in Edit mode. Only visible if not already in Edit mode.
Add Student — Restarts Student Search in Add Mode (see page 9).

Log Off/Exit — Returns you to the Opening Screen (see page 3).

Fields

Social Security — Enter the Social Security number of the student you want to find. Partial searches allowed.

Student Name — Enter the student’s name (first, middle initial and last). Partial searches allowed.

Birth date — Enter the date of birth of the student you want to search for. Must match exactly.

Adult Education Division
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Links
View/Edit — View or edit the listed student’s information (see page 16).

Find Help — Shows a screen with hints and explanations on : icrosolt Intemet Explore [I0Ix]
how to use help. This starts as a separate screen and does
not affect your browser screen. Click OK to close the

WindO\N This =screen allows you to =mearch for students where all of
the identifying information may or may net be hnown.

Welcome to Find-Help

EXMPLE 1:
Type in Le for the last name, and press Find.
The search will revurn somevhing 1ike the following:

AMLO70780 Leafer Alan B Peoria  $E2E2 000000000 /7750
PRLO10145 Leafer= Paulette R Peoria TE353 E5FTELIET LS LA45
CELOLEL7S Lemanne Carl B Glandale 12245 457599966 2/ 14/ 52

EXIMPLE Z: Seazch for a name that might have maleipls spellings
such as Fonsales of Gonzmales

Type in Goms for the last name, and press Find.

The search will return semething like the follewing:

AMGOT07E0 Gomzales  Alan M Paoria  EE2EZ 000000000 7470
FRGOL0135 Gonzales Faulette B Peoria 78952 659781287 171745
CEGOLE1?S Gomzales Carl E Glendale 12245 457599966 2714/ 52

Exanple 2: If you hnow that the Social Security Nunber starts mith
523, put that in the Social Fecurity Number and press Find.
The search will return something like the following:

AMLOT07E0 Leaf Al an M Peoria FEIEZ S2E000000 7/ 7780
PRGOL0145 Gonzalas FPaulette B Peoria 75954 525751287 171745
CE30L5178 Smith carl F Glendale 1E245 S2a699966 2/ 19/ 5E

Exanple 4: If the student was born on 11/23/63, put that dave 112363
in the Birth Date and pres=s Find. The date nm=t match the =tudent's
dave of birth exaculy -- parvial dases are nov allowed.

Hots: Putting infermation on mere than one line will zetuzn studsnes
that match EITHER criteria. Tor emanple, if you put 525 in the
Social Becurity Nunber field and Smith in the last name, it will
revurn all seudencs whose S5N svarss wich 523

(regardless of the name) 2HD all students whose last name starts
with Smith (regardless of whe Secial Becurisoy Numbez).

EN
il I;ILI

Find Help
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Student (Re-enroll)

This screen is used to re-enroll a student from a
previous year in the current year. The same rules
apply for matching students as are used when
matching for Edit or View (see page 13) except
that it will search students from a previous year.
Search can be done on only one year at a time.
The student must have attended at the same
provider. The default year to search is the year
previous to the current year.

When you select a student that you want to re-
enroll, all of the student’s information from the
previous year will be put into the record for this
year with the exception of the registered date and
presented to you for edit. Change any fields that
are not correct and save the student.

At least one criterion other than the year must be
input. If you want to view all students for that
year, use “%” as one of the criteria.

Default Button

Re-enroll — lookup student based on search
criteria. Returns search results.

Cancel Button

None.

Navigation Bar Options

Main Menu — Returns you to the Main Menu
Screen (see page 7).

Find Student — Restart Student Search in Find
(view) mode.

Edit Student — Restart Student Search in Edit
mode.

“J Adult Education Testing - Microsoft Intermnet Explorer [_[O]x]

File Edit View Favartes Tooks Help |

= - ] &4

af - g
Back Fomward Stop  Refiesh  Home Mail Frint  Tracker Translate
=] @i

Search Favortes  History

| Adetess [#] hitp://tesi fadubed student. asp?pap=reErvoll

Adult Education Student Search
Test Fiscal Year 2000

MainMenu | Find Student | EditStudent | AddStudent | [ Log Off/Exit

Re-enroll a Student
- |

Select a year ta search 1939 hd
Social Security
Student Name
(firstfmiflast) [ |— |
Birth Date l—
(manth first)
] [ [ 5% Localinranet 7
Re-enroll Screen
3 Adult Education Tesling - Microsoft Internet Explorer [_TO] %]
File Edt View Favoites Took Help
e b d | @ Be = e
Back Foryend Stop  Refresh  Homs | Seach Favortes  History Mal Pt Tracker Translate
Adoiess [£] b test! /adubed/sndent as =] o
‘ Adult Education ‘ student Search
\ Fest Provider \ Fiscal Year 2000
Log Off/Exit
DMS012580 |Smith Danny [M [Phoenix 85000 (123466789 |1/25/80 |Re-enroll
DMSO50555 |Smithsan [Dan M [Phoenix [85001 (123466780 [5/5/55 |Re-enroll
DLS010280 |Smithsan [Dana |L [Phoenix 85001 (987654321 [1/2/80 |Re-enroll
Re-enroll a Student
L aeeeeeeeee————
Select a year ko search 1999 e
Sacial Security
Student Name
(firet/miflast) I I_ 3
Birth Date l—
(month first)
] Done [ | [T% Localintranet i

Re-enroll Screen with Results

Add Student — Restarts Student Search in Add Mode (see page 9).

Log Off/Exit — Returns you to the Opening Screen (see page 3).

Fields

Select a year to search — Choose the year when the student was last enrolled.

Social Security — Enter the Social Security number of the student you want to find. Partial searches allowed.

Student Name — Enter the student’s name (first, middle initial and last). Partial searches allowed.

Birth date — Enter the date of birth of the student you want to search for. Must match exactly.

Links

Re-enroll — The listed student’s information will be copied to the current fiscal year and the data will be

displayed in Edit mode (see page 17).

Adult Education Division
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Student Information View

Student Information View allows you to view
student information without allowing changes.
This is also a jumping-off point to access more
detailed student information such as assessments,
attendance, and classes.

Default Button

None.

Cancel Button

None.

Navigation Bar Options

Main Menu — Returns you to the Main Menu
Screen (see page 7).

Find Student — Student search in View Mode (see
page 13).

Edit Mode — Allow editing of the student
information (see page 17).

Assessments — View/Edit student assessments (see
page 19).

Hours — View/Edit student attendance (see page
21).

Classes — View/Edit student classes (see page 20).
Help — Displays Help for this application.

Log Off/Exit — Returns you to the Opening Screen
(see page 3).

Fields

2} Adult E ducation Testing - Microsoft Internet E xplorer

Fie Edt View Favoitss Iook

Help |
&L o K | @ - &
Bre T ra d L F B o | 95 b WSa | B FR BB

Addiess [@] i/ test! radued/stu_detail asp?sid=T6Zpup=

=] @0 ||tinks 7|

\ Adult Education

‘ Student Record ‘ Fl

| Test provider

Main Menu_| Find Student | _Editode ] Assessments |__Hours ] Classes ]

This farm is READ ONLY.
To make changes go into EDIT Mode

\ Fiscal Year 2000

Log Off/Exit

[Ib [MB010100 [Mame [Napoleon 1 Bonaparte

[ssn [121-31-4156 |

Current Address Permanent Contact
loddress Line 1 [980 S. Rural Road et et
[eddress Line 2
City/State/Zip Chandier, AZ 85908
Phone Numbers
Contact Name
Date of Birth
e ‘1/1/1gnn Gender Unknawn ‘Ethmc Graup Other
Registered Date
signed Release ‘Ve; ot frst) 1/1/00 "TD Hours o8
Initial Plscement  [4BE Pre-Literacy |DES ves |Referral - Not Selected -
[édvanced a Level o Federal Reporting Hours - min achieved |Ves
I Adult w/ Disability I Employed adult
¥ Unemployed Adult = Adult nat in Labor Foree
T Adult on Public Assistance T Adult in Rural Area
= In Family Literacy Program = In workplace Literacy Program
T In Program for the Homeless I In cCorrectional Facility
Entry Status
= In Community Carrectional Program = In Other Institutional Settings
[T in Program for Displaced Homemakers T Single Parent
= in Skills Improvement Program ¥ DES Participant
7 MWigrant Warker I Job Training Participant
[ in Remote Area = In Citizenship Program
Federal Core Main Goal was
Federal Core Main Goal Educational Gains redsrals Yes
Placement in Post Secondary Federal Core Secondary Goal was
Federsl Gore Secondary Soal Education or Training Achieved? o
Other Federal Goals (Optianal) 0" Recentonpubic Goal was Achieved? No
Assistance
Other Federal Goals {Optional) ¥ Achieve Citizenship Skills Goal was Achieved? Yes
Increase Invalvement in
7
Other Federal Goals {Optional) W s e Goal was Achieved No
Increase Invalvement in
7
Other Federal Goals {Optional) | Tl e Goal was Achieved No
Increase Invalvement in
7
Other Federal Goals {Optional) ) e Goal was Achieved No
Other Federal Goals (Optional) g Complete Work-based Learner |g ) oo Achisved? No
Project
Achieved Appropriate Literacy
St Gl B oced Computer Skill
Comeer che worid |
Other Leamner Goals Achieved
=
[Left Program o [ [ |
[separated pate [ [separated reasaon [- Mot Selected - |
2] [ [ %% Local intranet 4
Student Information View

None of the fields shown are editable — You must enter edit mode from the navigation bar to edit the

information shown.
Links

None.

Adult Education Division

16

Arizona Department of Education




Adult Education Performance Adult Ed User's Guide.doc 6/13/00 Guide for Users

Student Information Edit Db Dl n? b b =
= i

o 7 E e
Back. Fored| Stop  Refresh  Home Mail Print Edit

Search Favortes Histoy

This screen is used to edit basic student bt [T et o I ot jutem
information. ‘ Adult Education | Student Record ‘ I
| Test provider | Fiscal Year 2000
Default Button [ concr | T [ 1 1 [ ]Find/Searchn ]
Save — Performs validity checks to see if required | |
information haS been entered. If required ‘m |NIBUIUIUU ‘Name [Napoleon [ [Banaparte ‘SSN | [BEIRIES ‘
. . . Current Address Permanent Contact
information has been entered, it saves the student ez Uoe (g7 Foratfons o] | =,
record in the database. If more information is e = : =
. . . . City/State/Zip |Chandler , A2 [as308 ,
needed, the required information will be shown and = | e — —
a save is not done. When the save completes e |
successfully, it will proceed to the Student e e e B =
Information View screen (see page 16). e peksze | e i L provows e
Initial placement ‘lﬁ%E Pre-Literacy [v] |DES ves |Referra\ -MotSelected- 7]
Advanced a Level Mo Federal Reporting Hours - min achieved |Yes
Cancel BUtton T Adult w/ Disability - '9_ Employed Adult
. ¥ Unemployed Adult [T Adult not in Labar Force
Returns to Find a Student (See page 13) I adult on Public Assistance [ Adult in Rural Area
[T In Farily Literacy Program ™ In Workplace Literacy Program
Navigation Bar Options [ oy coreton roram ELmns
[ in Program for Displaced Homemakers T single parent
Cancel - Returns to Student Search EL b e
. [T in Remote Area [T In Citizenship Program
% Federal Core Main Goal “Educaﬂunal Gains = Z?ngidcme B
1D — Automatically generated by the application Fediersl Core Secondary Gasl  [Placement in Post Serondery Education or 7] el oo 5o oot
Once the data has been entered. Composed Of the ‘Other Federal Goals (Optional) ‘ I Reduce Receipt of Public Assistance |GDE| was Achigved?
. . .. . . Other Federal Goals {Optional) ¥  Achieve Citizenship Skills Goal was Achieved?
student’s initials and date of birth. Not editable. . e
er Federal Goals (Optional) O e Goal was Achieved?
SSN - Social Security number of the student. et Fatral sl Gpind) | - [7e53 Ivlvomentin RO oo pcronc

Increase Invalvernent in Children's

Goal was Achizved?
Literacy

Other Federal Goals (Optional) ‘

Student Name (First and Last name Required) —
Other Federal Goals (Optional) ¥ Complete Work-based Learner Project |Goal was Achieved?
Student name. S

Sl G Computer Skil

Conquer the world

Permanent Contact Name The name of the
contact to use if the student’s mailing address or s : : |

. & rograrm =]
phone are no longer valid. [ I Forarasiressn | [ossicer-
I Save Cancel

Gther Learner Goals Achieved

J e

Address Line 1 — (Mailing and Permanent
Contact) The address of the student or Permanent
Contact (number and street only).

8] Done [ [ [f Localintranet

| Kl

Student Information Edit

Address Line 2 — (Mailing and Permanent

Contact) Any additional part of the street address. This can be used for “in care of”” names, box numbers, or
long street names.

Apt. — (Mailing and Permanent Contact) Apartment number of the student or permanent contact’s address.
City — City Name. This will give you a warning if the student’s city is left blank.

State — 2 character state code i.e. “AZ”. This will give you a warning if the student’s state is left blank.
ZIP — Zip code. This will give you a warning if the student’s zip code is left blank.

Phone numbers — (Current and Permanent Contact) Enter the area codes and phone numbers that can be used
to contact the student.

Contact Name — Enter the name of the person who will know how to contact the student if the student cannot
be contacted at their regular address/phone number.

Date of Birth (Required) — Enter the date of birth of the student.
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Gender (Required) — Enter the gender if known. If not known, use “Unknown”.
Ethnic Group (Required) — Enter the main ethnic group with which the student is associated.
Signed Release — Check this box if the student has signed the release form.

Registered Date (Required) — Enter the date the student registered for school. This date must be in the current
fiscal year and cannot be beyond the date the data is entered or changed.

YTD Hours — This is a calculated field and cannot be entered. It will always be 0 for new students.
Initial Placement (Required) — Enter the level at which this student began this fiscal year.

DES — Indicates if the student was referred by DES. This is a determined by the entry status and is not
editable.

Referral — Select the method through which the student was referred to the program.
Entry Status (Required) — Check all that apply. At least one must be checked.

Federal Goals (Primary/Secondary) — Select the primary and secondary goals that the student wants to
accomplish in the program.

Primary/Secondary Federal Goal was Achieved? — Select whether the goal has been achieved. If the
student has achieved his goal and left the program, choose “Yes and left.” If they have achieved the goal and
remained in the program, choose, “Yes and stayed.” If they have not achieved the goal, choose “No.” “- Not
Selected —” is also allowed and is treated the same way as “No” for reports.

Various Other Goals — These goals may have different entry formats. Some will allow only one goal to be
selected. Others will allow multiple goals to be selected. Some goals may have a box to indicate if the goal
has been achieved.

Other Learner Goals Achieved — List any other goals that the student has accomplished.

Left Program — Check this box if the student has left the program. This is not available unless the student has
achieved a goal or advanced a level.

Separated Reason — Select the reason that the student is separating from the program. A selection must be
made if a separated date is given. This is not available if the student has achieved a goal or advanced a level.

Separated Date — Enter the date the student separated from the program. This must not be a future date or
outside of the current fiscal year. This cannot be blank if a separated reason is given. This is not available if
the student has achieved a goal or advanced a level.

Links

None.
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7zl Adult Education Testing - Microsoft Internet Explorer
Student Assessments e ]
A h h h d h k Back Fm-t:avd o 3?;. Rsh Home | Search Favortes Histoy Mal\v FL Tyﬂate
ssessments are tests which the student has taken. o Sy ————T B
The application does not track the individual i B
X ‘ Adult Education ‘ Student Assessments |
scores, but does track which assessments the ot ‘ eSS 000
Student has taken and Whether he or She advanced' m“
The initial screen lists each assessment the student BB Frrose  pame Fredrimtons BN s |
has taken in order of the assessment date. You
: 141 Date Subject Type of Assessment Result Advanced
haVe the Optlon Of edltlng the assessments or 3/3/00 ‘Wr\tm]g ‘WOO[;’;OCK-JOHNEON [EsoL1  [no | Edit # Remove
remOVing them Add a new assessment |
=l
Default Button & [ Ml
None Student Assessments View
Cancel Button 3 it Educaion Tosing - Micosolt memet plver |
Fie Edt View Favortes Took Help ‘
. . . fat = A o
Cancel Edlt/Add (Only ShOWn mn Edlt or Add B::k y Ful-v:ard = 5?;. Raf.resh Home | Seach Favoites Histoy | Mal  Print  Tracker Tramslate
mo de, E dl t mo de shown in illus tration) re turns tO | Addvess [@] it 1ot adulted/stu_assess aspsid=21Dhedi=1hamid=734 =] (QGDA
view assessments mode. The newly added record Adult Education Student Assessments
: Test Fiscal Year 2000
will not be saved. | trainvenu [ Find student | Student | Hours | Classes | _Log orr/exit|
Navigation Bar Options
. . jiuj FFFO40456 Name Fred Flintstone SSH 000-11-2222
Main Menu — Returns you to the Main Menu
Assessments
Screen (see page 7). [ oats || subject | Typeofassessment | Result || advanced || |
3/3/00 ['Writing =] [WOODCOCK-JOHNSON =] [ESOLI =] [ves and SYayedﬂ‘ Save
Find Student — Student search in View Mode (see CancelEdt_| _':I
age 13). d |5
p g ) |&] Dere: [ | [f% Localintranet .
Student — Returns to Student Information View Student Assessments - Edit mode
(see page 16).
Hours — View/Edit student attendance (see page 21).
Classes — View/Edit student classes (see page 20). Microsoft Intemnet Explores

LOg Off/Exit — Returns you to the Opening Screen (See page 3) @ Are you zure that you want ta remove this record?

Cancel
Date (Required) — Enter the date the assessment was taken. ﬂl

Subject (Required) — Select the subject of the assessment. Student Assessments Remove Confirmation

Fields

Type of Assessment (Required) — Select the type of test that was
administered.

Result (Required) — Select the current level (if the student did not advance) or the resulting level that the
student has achieved (if the student advanced). Defaults to the initial placement level of the student.

Advanced (Required) — If the student advanced and left the program, choose “Yes and left.” If the student

advanced and remained in the program, select “Yes and stayed.” If the student did not advance, choose “No.’

“- Not Selected — is not a valid selection and will generate an error.
Links

Edit — Show data in edit mode.

Remove — allow the assessment to be deleted after confirmation.

Add an New Assessment — Inserts a new blank assessment and allows the user to enter the information.

B
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Student Classes
TEE B e e ab hm ‘
Classes are groupings of students. They do not s B oA o F U B v
necessal‘ily indicate a 1eVel Of performance or an Address @ hitp:/ Ptest1/adulted/stu_class. aspsid=782 =] @G0 |]um:|
achievement level. Classes are used when viewing || Adult Education | Student Classes |
., . est Provider Fi 1Y 2000
or editing many students at a time. Ry
The initial screen lists each class the student has
. . .. [I0 [nieoi0100 Mame Mapaoleon Bonaparte £ 121-31-4156
been assigned. You have the option of editing the . :
.
classes or removing them. Clas Ste
ESOL 2 [ ADE Building | Edit ® Remove
Default Button Place Student in a New Class
None. =
&1 [ | [%% Localinranet 7
Cancel Button Student Classes View
Cancel Edit/Add (only shown in Edit or Add
mode, Edit mode shown in illustration) returns to
view hours mode. Unsaved changes to a new or . > @ B 4@ & I B 3w
existing record will not be saved. e [T i et s o e T R
... . |
Navigation Bar Options Adult Education Student Classes
. . Test Provider Fiscal Year 2000
Main Menu — Returns you to the Main Menu | oin venu | Find Student | Student | Hours | _Assessments | _Log Off/Exit_|
Screen (see page 7).
. . . ame lapoleon Bonaparte -31-
Find Student — Student search in View Mode (see  — e R
page 13). ‘ e ﬁ
i . ESOL? =l [ADE Buiding =] [E=e]
Student — Returns to Student Information View HorSelecied- ConcelEdit_|
(see page 16). g
. . =
Hours — View/Edit student attendance (see page &l T
21). Student Classes - Edit mode
Assessments — View/Edit student assessments (see
page 19) Microzoft Internet Explorer E2
Log Off/Exit — Returns you to the Opening Screen (see page 3).

@ Are pou zure that you want ta remowve this record?

Cancel |

Site (Required) — Select the site where the class will be taken. Student Classes Remove Confirmation

Fields

Class (Required) — Select the class to which the student belongs.

Delivery Method (Required) — Select all that apply.

Computer Aided — Check this box if the course uses computers to help the student learn the material.
Links

Edit — Show data in edit mode.

Remove — allow the assessment to be deleted after confirmation.

Place Student in a New Class — Add a new class record to this student.
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Student Hours

This screen is where the attendance of the student
is maintained. Attendance recording is done at the
preference of the provider. Attendance should be
recorded at least once a month, but may be
recorded more often.

The initial screen lists each attendance record
entered for the student . You have the option of
editing the attendance records or removing them.

Default Button
Save — Saves the record being edited or added.
Cancel Button

Cancel Edit — Returns to view hours mode.
Navigation Bar Options

Main Menu — Returns you to the Main Menu
Screen (see page 7).

Find Student — Student search in View Mode (see
page 13).

Student — Returns to Student Information View
(see page 16).

Assessments — View/Edit student assessments (see
page 19).

Classes — View/Edit student classes (see page 20).

Log Off/Exit — Returns you to the Opening Screen
(see page 3).

Fields

|
/3 Adult Education Testing - Microsoft Internet Explorer [_ O] x]

Ele Edt View Favertes Ioals Help |

s D rat Q B & Mm A
Back | Fonesd | Stop  Pessh  Home | Search Favorites History | Mal  Pint  Tracker Tranclate
Acdress [E] hitp:/test1/adulied/shu_hours.asp7sid=210 =] @6o

Adult Education Student Hours

Test Frovider Fiscal Year 2000

| _tain enu | _Find Student | __Student Log Off/Exit

Student Info

EFFFU4U456 Mame [Fred Flintstone |Level |ABE Pre-Literacy [SSN 000-11-2222

Date Level

Hours
5/24,/99 BRE [ 0.00 Edit @ Remove
9/17/99 ABE Pre-Literacy 3.00 Edit @ Remove
Add New Attendance Record

El

8 [ | ™ Localintranet 7
Student Hours List

) Adult Education Testing - Microsolt Internet Explorer |

Ele Edt Yiew Favortes TIeok Help ‘ﬁ

= 0 ) Gl Q B 8 6/ 4

Back | fovad | Stop  Refiesh Home | Search Favortss History Mal  Print  Tracker Translate
Address [#] hitp: test! /adulted/stu_hours asp?eid=210bedit=1 kspid=63 ~] o

Adult Education

Test Provider

Student Hours
Fiscal Year 2000

Main Menu Find Student Student Log Off/Exit

Student Info

EFFFEMEHSG Mame Fred Flintstone |Level [ABE Pre-Literacy |SSM|000-11-2222

Date Level Hours

[8724/39 ABEI =l 145
9/17/99

ABE Pre-Literacy 3.00 Edit @ Remove
Cancel Edit

S|

0o =l

I :
™,
|¥% Lacal intranet

Student Hours - Edit mode

Date (Required) — Enter the date on which the hours attended are recorded.

Level (Required) — Select the Level that the student was being instructed in.

Hours (Required) — Enter the number of hours the student attended. Must be greater than 0 or the changes

won’t save.
Links
Edit — Show data in edit mode.

Remove — allow the attendance record to be deleted after confirmation.

Add New Attendance Record — Add a new blank record for data entry.
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Other Application Screens

Change Current Year

This screen is used to view data from years other
than the current year. Selecting a “closed” year
will result in not being able to edit any data relating
to that year.

Default Button

Save (changes current fiscal year to the selected
year). Returns to the Main Menu (see page 7).

Cancel Button

Returns to the Main Menu without changing the
selected fiscal year (see page 7).

Navigation Bar Options

<z Adult Education Testing - Microsoft Internet Explorer

File Edt Wew Favortes Tools Help |

e at Q@ = @ | B a 6 4
Back | Fuwsd | Stop  Refiesh Home | Search Favoites Histoy | Mal  Frinl  Tracker Translale
Adldiess [@] htp:/est fachited/change_year.asp =] o
Adult Education Change Year

Test Fiscal Year 2000

Change Current Year

Select vear E

Save Cancel

il
Z

&] Done [ | = Localinkanet

Change Current Year Screen

Main Menu — Returns you to the Main Menu Screen (see page 7).

Log Off/Exit — Returns you to the Opening Screen (see page 3).

Fields

Select Year — select the year whose data you want to show or edit.

Links

None
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Class Information — Beginning e T

| Bl Edt View Favorlss Tooks Heip |

Screen = ey o

Back  Ferwerd Stop  Refresh  Home sgh Fa%es History %n\v n Ht 2
When displaying the class information, the BHEEIE v o oot o o oo Hwks;
beginning screen lists all of the classes that are set Adult Education Clatses
up. For each class, you can review the class detail et i Ei=calivean 00l

or jump directly to adding hours to that class’

students.
| s | Swdets) | ] |
Default Button 0E Test : e S
afsdafs a Review Add Hours
None_ ESOL 2 5 Review Add Hours
gdfsgdsfg 0 Review Add Hours
Cancel Button where am 1 a Review Add Hours
None.
: |
Navigation Bar Options & Dore EEETTT

. . Class List
Main Menu — Returns you to the Main Menu

Screen (see page 7).
Log Off/Exit — Returns you to the Opening Screen (see page 3).
Fields
None.
Links
Add a New Class — Enter information about a new class(see page Error! Bookmark not defined.).
Review — proceeds to class Review screen (see page 25).

Add Hours — proceeds to Add Hours for that class (see page 27).
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Class Information — Review
Class

This screen shows the students that have been
assigned to the class and the parameters. Students
can be added and removed from this screen, but
cannot be edited. To edit the student class record,
click on the Student ID and click on Classes in the
Navigation Bar.

Default Button

None.

Cancel Button

None.
Navigation Bar Options

Main Menu — Returns to the Main Menu Screen
(see page 7).

Classes — Returns to the Class Information
beginning screen (see page 24).

= Adult Education Testing - Microsoft Internet Explorer

e |
] Q B- 5 M o
Back  fowcd | Stop  Pehesh  Homs | Gesch Favoies ity | Mal  Prt Tracker Translals

Eddiess [@] hitp Mest! fadued/cls_ieview aspTols=22tdesc-ESOL+2

=] @6
|

Adult Education

Test Provider

Classes
Fiscal Year 2000

Log Off fExit

i View
Main Men Add Hours m

ESOL 2

Student ID | Student Name peliveryMethod ('n‘{'i?:égr -

Add a Student to this Class
ADE

BKAD1D165 |Al, Big s Computer-based Yes Remove
Building

Bonaparte, ADE |e Classroom

NIBOLO100 |\ lean Building |« Computer-based T kb
ADE

M9C062373 | Chavez, Maria e Classroom Mo Remove
Building
ADE

FFFO040456 |Flintstone, Fred Building + Computer-based Yes Remove

1AS050554 |Student, Ima AR e Mo Remove
Building |« Computer-based

SIE

& Dore i

= :
Ty
%% Localintranst

Review Class Screen

Add Hours — Allows you to enter hours for the students in the class (see page 27).

View Hours — Reports summary of hours of the students in the class. No edit allowed, but has links to edit

screens (see page 26).

View Assessments — Lists the assessments the students in the class have taken. No edit allowed, but has links

to edit screens (see page 29).

Log Off/Exit — Returns you to the Opening Screen (see page 3).

Fields
None.
Links

Add a Student to this Class — Allows a new
student to be added. Adds a blank record and
allows the user to edit it (see screen to the right). It
will remain in Add Mode until “Cancel Add” is
pressed. Press Save to save the student. Note:
students added to classes must have already been
input from the Student Add screen (see page 9).

Student — Clicking on the student ID goes directly
to the view screen for that student (see page 16).

Remove — Removes the student from the class after
confirmation:

Note: there is no capability to edit from this screen.
Editing can be done from the student record or by
removing the student and adding them to the class
again.

2§ Adult Education Testing - Microsoft Internet Explorer

Ele Edt Yiew Favaites Took Help |

= = ] i aQ B 5 & 4

Back  Fowerd | Stop  Refresh  Home | Search  Favortes  Histom Wil Print  Tracker Translate

Addiess [£] hitp /test! fadulted/cks_ieview.aspTol=224 deso=E SOL+ Ztedi=1

| @

Adult Education

Test Provider

Classes
Fiscal Year 2000

ESOL 2
Student ID | Student Name site pallvenyiiiathodigfEnmputeg
Aided
Classroom
[ Mo, Ida- 18M07085E = Computer-hazed |
Cancel Add
BKAD10165 |41, Big 4DE Bullding  [e Computer-hased | ves |Remove
» Classroom
NIBO10100 |Bonaparte, Napoleon ADE Building Pt hsed Yes Remove
M9C062373 |Chavez, Maria ADE Building e Classroom No  |Remove
FFF040456 |Flintstone, Fred ADE Building  |e Computer-hased | Yss | Remove
1A8050554 |Studsnt, Ima ADE Building  |* Classraom No Remove
» Computer-based

|
& Dare ] 7

= :
Ty
%% Localintranst

Add Mode
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. . 2 = = |
Class Information — View Hours FErE=mEmmmmme I
. ) o i » &
This screen shows a summary of the hours for each Eackla Fowad | Step Refiesh  Home | Seach Favorles Hiop | Mal  Pint  Tracker Transhate e
. . Addiess [ hitp:/ et adulted/cls_hours sspPols=224desc=ES0L+2 -| @0
student and the levels on which they have achieved = = =
those hours. . Adult Education Class Hours
D f It B tt Test Providsr Fiscal Year 2000
None.
MNumber of Columns to Show: lm
Cancel Button Show Hours Manth/Week/Day: |Month = Fedraw Screen
Display Months fram July: r
None.
Navigation Bar Options 1
o T e | e [ [ [ o]
Main Menu — Returns you to the Main Menu BKADIO16S (o] By AEE] Lo i D
NIBD10100 |Bonaparte, Napoleon |ABE [ 0 [u} 0 6
Screen (See page 7) NIB010100 Bonaparte, Napoleon |ESOL IT 0 18 0 0
. M9CD62373 |Chavez, Maria ABE Pre-Literacy 0 12 0 0
Classes — Returns to the Class Information e [ s : 2 5 :
beglnnlng Screen (See page 24) IAS050554 | Student, Ima ESOL III a [} n] [n] J
Add Hours — Allows you to enter hours for the L R B
View Hours

students in the class (see page 27).

View Assessments — Lists the assessments the
students in the class have taken. No edit allowed, but has links to edit screens (see page 29).

Log Off/Exit — Returns you to the Opening Screen (see page 3).
Fields

Number of Columns to show — Select the number of months, weeks or days you want to see on the report.
Allows 4, 5, 6,7, 8 and 12.

Show Hours Month/Week/Day — Select the time period you wish to use in each column. Allows “Month”,
“Week”, and “Day”.

Display Months from July — The default report starts with today’s date and goes backward in time. Checking
this box changes the report to start at the fiscal year beginning and goes forward from that time.

In order for any changes in the fields to be reflected in the report you must click “Redraw Screen”. The
settings used will be remembered until you log off. Once you log off and re-start the application, the default
settings will be used.

Links

Student — Clicking on the student ID goes directly to the view screen for that student (see page 16).
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Class Information — Add Hours

This screen allows you to add hours to some or all
students in a class. You cannot remove any hours
from this screen. You can remove hours from the
individual student record (see page 21).

The Set button under Separation Reasons and Goals
allows these to be set within this screen without
needing to edit the student record separately. Once
this screen has been visited, the button text will
change from “Set” to “X” regardless of whether
data was changed or not. If you visit this screen
again by clicking the “X” button, you could lose
any changes made previously. See next page for
further information.

Default Button

Save Hours — saves and returns to the Class
Review screen (see page 25).

Cancel Button

7 Adult Education Testing - Microsoft Internet E xplorer [_ O] x] |
e B o e e ey ‘
| s
Slop  Fiefiesh  Home Mal  Finl  Tiacker Transhale
| Addvess [#] htp. st fadued/cls_hours_add.asp7els=22hdesc=ESOL+2 e

Back | Fouemd | Search Favoiles  History

Adult Education Class Hours

Test Provider Fiscal Year 2000

maintens | classes ]| | | Logoti/esit

If you change this information then be sure to click the Set Defaults button.

Default Level: Default Date (mmddyy): e
-Not Selected- ¥ 4712400 et Defaults

ESOL 2

YTD MTD Separation
Student ID Student Name Hours | HOUTS Level Reasons &
Apr Goals
20 0 =l

BKADI016S |Al, Big [ABE] [i7 Change
NIBO10100 |Bonaparte, Napalean 24 o [EsoL =l set |
MIC062373 [Chavez, Maria 12 0 |[ABE Pre-Literacy ] |[14 il
FFFO040455 |Flintstane, Frad 215 o [4BEW =l Set
145050554 |Student, Ima 21 o |[EsoLm = Set

Save Hours I Cancel b

|
4

@] Done
Add Hours

[ [5% Localintianat

Returns to the Class Information — View Hours screen (see page 26).

Navigation Bar Options

Main Menu — Returns you to the Main Menu Screen (see page 7).

Classes — Returns to the Class Information beginning screen (see page 24).

Log Off/Exit — Returns you to the Opening Screen (see page 3).

Fields

Default Level — If this has a value, the level that is associated with the hours will be set to that level. If it is
“—Not Selected—", the level will default to the student’s initial placement level.

Default Date — This is the date that the hours will be applied to the student records. It defaults to today’s date.

NOTE: If either of these values are changed, you must click “Set Defaults” to have it take effect.

Level — Change this if needed. Default is the initial placement level of the student or the default level

specified above.

Hours (Month) — Hours to be added to the student. If the student already has MTD hours, this amount will be

added to the hours.

The YTD and MTD hours show the hours that the student has year to date (including the current month) and
month to date respectively. These are provided for your convenience and cannot be changed.
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Links
- - - |
Set or Change (Separation Reason and Goals) _ AIIOWS J Adult E ducation Testing - Microsoft Intemet Explorer |_[O]x]
separation reason, Federal goals and their achievement L eonpatebmobn |
status, and state goals to be edited. This opens a separate - :
i o | ederal Core Main Fducational Gains j ederal Core Main 7]
window for editing these items. oo el v ehlgvod
To separate a student, a separation reason and a separation by o [Porreti Pt Esiors sy ol ves |
: : ’ iy Fe‘dera\ Beele I” Reduce Receipt of Public Assistance  |Goal was Achieved? |7
date is required. Separated students cannot have a goal Dotonsy
: hi izenship Skill | higved?
achieved or have advanced (see Assessments page 29). (Ontianal) B Achiew Cleeronn S oel was Achistec? |
Other Federal Goals Increase Involvement in Community (6ol was Achieved? |
Default Button (Optional) Activities :
(C)Sggruri:ﬁera\ Goals glchlrce:tsEnInvulvement in Children's (6ol was Achieved? |
Save - SaVeS the data and returns to Add HOUI'S screen. Other Federal Goals Increase Involvement in Children's a0al Achieved? |01
(Optional) Literacy Dal Es Achieve
Cancel BUtton Other Federal Goals r

i H
(Optional) ¥ Complete Work-hased Leamer Project [Goal was Achisved

Closes the window without modifying any data. state ozl [ AENIEVS0 AnRroprIata: Lteracy based
Computer Skill

Fields Conguer the world A
— Other Learner Goals Achieved
Primary and Secondary Federal Goals — Choose a Pr— B g
primary goal from the drOdeWn. The primary and Separated Date Separated Reason - Mot Selected -
secondary goals cannot be the same. e
Achieved (Primary and Secondary Goals) — If the student i
has not achieved the goal, select “No”. If the student has Set Separation Reasons and Goals

achieved the goal, and remained in the program, select
“Yes and Stayed”. If the student achieved the goal and left the program, choose “Yes and Left”. These cannot
be “Yes and ...” if the student has separated (has a separated date and reason).

Other Goals — Various goals may have different entry formats. Some will allow you to select one or more
goals. Some will have a check box for achievement.

Other Learner Goals Achieved — Enter notes about the student’s goal achievement status.

Left Program — Check this box if the student has left the program after advancing or achieving a goal. This is
not available if the student has not achieved a goal or advanced a level.

Separated Reason — Select the reason that best matches the reason that the student is separating from the
program. This is not available if the student has achieved a goal or advanced a level.

Separated Date — Enter the date the student separated from the program. This must not be a future date. This
cannot be blank if a separated reason is selected. This is not available if the student has achieved a goal or
advanced a level.
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Class Information — ——
. File  Edit Mie
View Assessments o R e BB et R B |
=
When displaying the class information, the [ AdultSdyeation | Clse Aedceanrints
beginning screen lists all of the classes that are set e W VY7 =T
up. For each class, you can review the class detail ————
or jump directly to adding hours to that class’ e = o o
students. nisoo100 [2o07Rerte. oTheR Resding  |a/3/00 |EsoL1 e
M9C062373 |Chavez, Maria aBLE Math 4/12/00 |4SE I Yoz and
Default Button M9C062373 |chaves, maria | WOOBCOSK [uine T /a0 |ase s o
FFF040456 |Flintstone, Fred CASAS Reading 4/12/00 [ESOL 11 Mo
None. FFF010456 |Fintstone, Fred | WOOREOSK L (oo [esoit e
IAS050554 |Student, Ima BEST Math 9/15/99 | ABE II No
Cancel Button 1AS050554 |Student, tma sesT witing  [4r12/00 [422 Pre- T
None. 5 T

Navigation Bar Options View Assessments

Main Menu — Returns you to the Main Menu
Screen (see page 7).

Classes — Returns to the Class Information beginning screen (see page 24).

Add Assessments — Lists the assessments the students in the class have taken. Editing is allowed (see page
30).

View Hours — Allows you to view the hours for the students in the class (see page 26).
Log Off/Exit — Returns you to the Opening Screen (see page 3).

Fields
None.

Links

Student — Clicking on the student ID goes directly to the view screen for that student (see page 16).
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. !s Adult Education Testing - Microsoft Internet E wplorer
Class Information — T
B:k i Fm-u:am i ?np Home el 2 a.v i i e
Add Assessments e — oue]
. . Adult Ed ti ssessmen ours B
When adding assessments, each student in the class l i EisEsen } Arastin: Feice |
each student that took the assessment and press
Save Assessments to save the changes. pefeultpatey Mol bl iy o obes :" serpatae
| Default Assessment; [-Not Selectsc - =l ‘ Default Level: [-NotSelected- =]
Default Button
e [ e = T
Save Assessments — Saves any changes and 1eturns | |osowses s oo [Fesme o [wes o et Sjmw o
to the Vlew Assessments screen (See page 29) NI1B010100 :2';;?;’? [EsoC =] |[WOODCOCK-JORNSON =] |[ABE Pre-Literacy =] |[es and Stayed =]
MIC052373 ’a'“;r“fz [Meth =l |[#BLE =l |[&sET =l |[vesandler =]
Cancel Button
FFFO40456 |07 * |[Peading =l [[casas =l [[EsoLn =l
Retums to the VICW Assessments screen (See page 185050584 | 29Nt [Griing = |[BesT = |[ABE Pre-Lieracy =] | iEENeRRIEe
[ SeveAssessments | Cancel |

29) without saving any changes.
Navigation Bar Options

o

|&] Done I [ % Localintanet

Add Assessments
Main Menu — Returns you to the Main Menu
Screen (see page 7).

Classes — Returns you to the List of Classes (see page 24).

Log Off/Exit — Returns you to the Opening Screen (see page 3).
Fields

Student ID (Display only) — the student ID of the student shown.

Student Name (Display only) — the student name in Last, First format.

Subject (Required) — Select the subject that was assessed.

Assessment (Required) — Select the assessment type.

Level (Required) — Select the level the student was trying to achieve.

Adv? (Required) — If the student advanced to the level and left the program, select “Yes and left.” If the
student advanced to the level and remained in the program, select “Yes and stayed.” If the student failed to
achieve the level, select “No.” “~Not Selected — is not a valid selection.

Links

Set Defaults — Changes the date, assessment type (if set), the subject (if set) and the default level (if set) on
each of the student’s records. Does not save any of the changes.
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Reports

3 Adult Education Testing - Microsoft Internet Explorer [_[O] ]
Standard Reports File Edit Wiew Favoites Tooks Help ‘ﬁ
T B a8 @ o
Back Fanvard Stop  Refresh  Home Search Favorites  Histo Mail Print  Tracker Translate
Standard reports are generated as web pages. PR T ——— =l @t
Usually, they are created as they are displayed, so ; =
. . Adult Education Reports
they have the most current information. Many of — =
85 iscal Year 2000

the reports have related data. All of the reports can | I I I B B N7

be viewed or printed. Printing is done by using the
P g :
browser’s print function. Sudenciformaon

AdultEd Students who have received a GED (Detail)

Most of the reports require criteria to be gathered L
before the report ls generated' Assessments (Advanced) by Student
Assessments (Not Passed) by Student
Reports are done by provider or at a state level. G L
. . . Attendance By Level
Provider level reports show only information RSt o
belonging to a single provider. State level reports DES Gain Listing
show information that is drawn from multiple ?’:'sl
pI‘OVIdCI‘S Separation Reasons
Student List
DefaUIt BUtton Student Mailing List
None.

S

< [ ] |55 Local inrenet

Cancel Button

Reports
None.

Navigation Bar Options

Main Menu — Returns you to the Main Menu Screen (see page 7).
Log Off/Exit — Returns you to the Opening Screen (see page 3).
Fields
None.
Links

All reports are implemented as links from this screen.
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AdultEd Students who have S

. <+ =] o £ ] 5 A -

received a GED e e

Report Level [ Adult Education | Reports | =
[rese | Fiscal Year 2000

Main Menu | reports [ | ] Logorf/exit

State level report.

Report Description e Fiacar vears — ‘
. . | Run Report | Cancel Clear ‘
Cross reference list of students in the Adult Ed L ——— e

database with the GED database of students who
have received their GED

Criteria:

Report Criteria

Fiscal Year — Select the fiscal year whose students you wish to search for matches in the GED database.
Notes

This will find matches if the Social Security Number matches. If there is no Social Security Number, it will
attempt to make a match based on the name (First and Last only) and the date of birth.

Sample Report - Detail

3 Adult Education Development - Microsoft Internet Explorer

J File Edit “iew Favortes Toolz Help |

J@,»Y@ ﬁ‘@@@‘%vé&ﬁ

Back Fonsard Stop Refresh  Home Search Favortes  Higtory il Frint Tracker Translate
J.f-‘«gldress I@ http://dev1 fadulted/reparts/reportzaction. asp j @GD
Adult Education Reports
TEST Fiscal Year 2000

AdultEd Students who have received a GED { Detail )

- | Fiscal Year: 2000 |
SEN | AdultEd_Student GED_Mame I Diploma_Duate |
TEST
123456666 A A A AR A 0441972000
124563300 Al Big K. AL, BIG K. 04182000 —
Azner, Ed ASMER, ED 0441972000
121314156 Bonaparte, Mapoleon | BOMNAPARTE, MAPOLEDN 1. 0441972000
065261120 0,00 O, DD 04192000
Dinghat, Ima DINGBAT, IMA 0441972000
Dinghat, Ura DINGBAT, URA 04182000
063261111 Fitzfitz, Zigoy FITZFITZ, ZIGGY 04M9/2000
oooqq 2222 Flintstone, Fred F. FLINTSTORE, FRED F. 0441972000
226112222 Haill, Jahn K. HALL, JOHM K. 041 9/2000
Hamhocker, Hilda Z. HAMHOCKER, HILDA Z. 0441972000
Hinkley, Joseph K. HIMKLEY | JOSEPH K. 0441972000
453453456 Hubbel. Wk HUBEEL . YWEB 04192000 LI
&l Done Sl T
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Assessments ( Advanced) by 23 Adul Education Tesing - Micrsof Intermel Esplorer CE
File Edit Yiew Favoites Tools Help ‘ﬁ
Student «Js . ® B ala 5 3 o @
Back Farward Stop Refiesh  Home Search  Favoites  History Mail Print Tracker Translate
Address [&] hitp: MMest] /adulied/reports iepartscilteria.aspid=15 =] @te
Report Level

Adult Education Reports
Test Fiscal Year 2000

Maindens | Repors || | | Looii/eit

Provider level report.

Report Description

.
List of students who have been assessed and R

adVaIlCCd. Start Date for Repart (m/d/y) ||[7/1799
End Date for Report {m/d/y) 215/00
Criteria: Select a class ’ND(SE\EEﬂEd’j
- Select a site ADE Eul\dmgj
Start Date (Required) — Enter the beginning date Finfesar ]| Cancel | clea |

of the search. Assessments taken before that date
will not be included in the report. &

&7 Done [ [ [ Localinwanet

A

End Date (Required) — Enter the ending date of the
search. Assessments taken after that date will not
be included in the report.

Report Criteria

Select a Class — If only those students that belong to a particular class are to be reported, select the class. If all
students are to be reported, leave this as “Not Selected.”

Select a site — If only students who are taking assessments at one site are to be included in the report, select
the site. Provider Administrators will be able to use “Not Selected” which will report on all sites.

Notes
If there is only one site, that site will be automatically selected.

Sample Report

/3 Adult Education Testing - Microsoft Internet Explorer

J File  Edit “iew Favortes Tools  Help |

s G aat el L e S
Back Fanrard Stop Refresh  Home Search Fawvorites  History b ail Frint Tracker Tranzlate
J Address I@ hitp: ##test Aadulted/reports/reportzaction. asp j 6} Go
Adult Education Reports

Test Fiscal Year 2000

Mainmenu | Reports | | ] | Logofi/exit

Assessments (Advanced) by Student

- | Start Date: 7/1/99 | End Date: 2/15/00 | Class: all Classes | Site: ADE Building |
Test Date | Subject | Type | Level |
A, A
912389 ESOL CASAS ESOL Pre-Literacy

Bonaparte, Napoleon

1100 ESOL CASAS ESOL I
=
|&] Done [ [ [F® Localintranet g
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3 Adult Education Testing - Microsoft Intemet Explorer [_[o]]
Assessments (Not Passed) by e
B = ®
Student E:k I Fu:ard i gp F\esh Hfu;n!‘e Sj?ch Favorites  History %ﬂ F%t Tgie. Translate
Address [&] hitp: MMest] /adulied/reports iepartscilteria.aspid=15 =] @Ge
Report Level &
Adult Education Reports
Provider level report. Test Fiscal Year 2000

| Mainmenu | Repors [ | [ | Logoff/Exit |
Report Description

List of students who have been assessed but did not

Start Date for Report (m/d/y) ||7/1/93
adVaIlce. End Date for Report (m/d/y)  ||2/15/00
H P Select a class ’ND(SE\EEﬂEd’j
M Select a site ADE Eul\dmgj
Start Date (Required) — Enter the beginning date [CFnBesot] corcsl | Clear|
of the search. Assessments taken before that date |
will not be included in the report. - =
2] Done [ [ %8 Local inranet 7

End Date (Required) — Enter the ending date of the Report Criteria
search. Assessments taken after that date will not
be included in the report.

Select a Class — If only those students that belong to a particular class are to be reported, select the class. If all
students are to be reported, leave this as “Not Selected.”

Select a site — If only students who are taking assessments at one site are to be included in the report, select
the site. Provider Administrators will be able to use “Not Selected” which will report on all sites.

Notes
If there is only one site, that site will be automatically selected.
Sample Report

/3 Adult Education Testing - Microsoft Internet Explorer

J File  Edit “iew Favortes Tools  Help |

s G aat el L e S
Back Fanrard Stop Refresh  Home Search Fawvorites  History b ail Frint Tracker Tranzlate
J Address I@ hitp: ##test Aadulted/reports/reportzaction. asp j 6} Go
Adult Education Reports

Test Fiscal Year 2000

Mainmenu | Reports | | ] | Logofi/exit

Assessments (Not Passed) by Student

- | Start Date: 7/1/99 | End Date: 2/15/00 | Class: all Classes | Site: ADE Building |

Test Date | Subject | Type | Level |
A, A
1015589 Wiriting TABE ASEN i

Flintstone, Fred

fif24/99 Reading ABLE ABE |

@] Done [ [ [T® Localintranet o
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Assessments by Student R |
ReEort Level E:k T Fu::ard i 5%.: Hsh Home | Seaich Favoites History | Mail’ Bl e
Address |@ hitp.//test1 /adulted/reports ieportscriteria asprid=15 =] &@6e
Provider level report. " Adult Education | et | i
e | 7est | Fiscal Year 2000
Report Description [ Monviens | meports | | || top omjesn |
List of students who have been assessed with the
results. Start Date for Report (m/d/y) [7/1/98
] . End Date for Report (m/d/y)  [2/15/00
Crlterla: Select a class [-rotselected - =]
Select a site [ADE Building =]
Start Date (Required) — Enter the beginning date of | Finemn | _Concel | Gieor
the search. Assessments taken before that date will b
not be included in the report. —_—
End Date (Required) — Enter the ending date of the Report Criteria
search. Assessments taken after that date will not be
included in the report.

Select a Class — If only those students that belong to a particular class are to be reported, select the class. If all
students are to be reported, leave this as “Not Selected.”

Select a site — If only students who are taking assessments at one site are to be included in the report, select
the site. Provider Administrators will be able to use “Not Selected” which will report on all sites.

Notes

If there is only one site, that site will be automatically selected.
Sample Report

/3 Adult Education Testing - Microsoft Internet E xplorer

J Eile  Edit “iew Faworites Tools Help

J@.-».@ @@'®|%"§'@ﬁ
Back Farnsard Stop Refrezh  Home Search  Favortes  History I ail Pririt Tracker Translate
JAgdress I@ http:/ftest] /adulked/ repartsAreportz action. asp j @Go
=i
Adult Education Reports

Test Fiscal Year 2000

Assessments by Student

- | Start Date: 7/1/99 | End Date: 2/15/00 | Class: all Classes | Site: ADE Building

Test Date | Subject | Type I Level | Advanced |

Bonaparte, Napoleon

100 ES0L CASAS ESOLN 1

Flintstone, Fred

dr24ma Readding ABLE ABE| 1]
Hall, John —

ar 589 hath BEST ABE I 1
il
|@ Done l_’_ St Local intranet A
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Attendance by Level S

ReEOl't Level E:k u Fu:’ard T Sl H;resh Hfu?we Search Favortes  History | il Print Tvﬁer Translate
Addiess [&] ntp:/testt /adulted/eports/repartseiiteria. asprid=15 =l &6 |
Provider level report. " Aduit Education | - =
. | resr | Fiscal Y 2000
Report Description o o A G <
Summary of hours attended at each level. SR
. . Start Date for Report (m/d/y)  [7A799
Cl’ltel’la: End Date for Report (m/dsy)  [215/00
Select a class [-Not Selected - =]
Start Date (Required) — Enter the beginning date S I"‘DEE“"“‘"GL' |
. BunFeport || Cancel | Clear
of the search. Attendance before that date will not
be included in the report. =l
&1 Done [ [ [T% Local intranst .

End Date (Required) — Enter the ending date of the Report Criteria
search. Attendance after that date will not be
included in the report.

Select a Class — If only those students that belong to a particular class are to be reported, select the class. If all
students are to be reported, leave this as “Not Selected.”

Select a site — If only students who are taking assessments at one site are to be included in the report, select
the site. Provider Administrators will be able to use “Not Selected” which will report on all sites.

Notes

If there is only one site, that site will be automatically selected.
Sample Report

/§ Adult Education Testing - Microsoft Internet Explorer

J File Edit Miew Favoites Tool:  Help |

s D at il el el s T e
Back Fariward Stop Refresh  Home Search  Favortes  History Mail Frint Tracker Tranzlate
JAgdress I@ http: / test] fadulted/reports/reportsaction. asp j @Go
Adult Education Reports
Test Fiscal Year 2000

MainMenu | Reports | | | | Logoff/Exit

Attendance By Level

- | Start Date: 7/1/99 | End Date: 2/15/00 | Class: all Classes | Site: ADE Building |

Last Marme | First Name | Hours |

ABE I

Bonaparte Mapoleon 6.00 e
Flirtztane Fred 0.00
Hamhocker Hildla 335

sub total: 39.5

ABE Pre-Literacy

Adams Jennifer 40.00

Al Big 3.00

Fitzfitz Figoy 14.00

Flirtztane Fred 3.00

Hinkley Joseph aon x|
|@ ’_ ’_ |_!§,I Local intranet i
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7§ Adull Education T esting - Microsoft Internt E xplorer
Attendance by Student D
Eék VFQd' .f? Hh HGJj Sah F@]A Hi? | %I‘ ?l chi Té}\ll
2l orvvar op  Refresh  Home | Search Faveries Histaw i it Tiacker Translale
ReEOft Level Addiess [&] ntp:/testt /adulted/eports/repartseiiteria. asprid=15 =l &6 |
Provider level report. [ AdpitFgycation | Reports |
| resr | Fiscal Year 2000

Report Description [ _mainmena ] repors L | | Logorrexc |

(.ritEriﬂ Entry T T T T T T T
Summary of hours attended by each student.

Start Date for Report (m/d/y)  [7A799
Criteria: g -
. . . Select a site [ ADE Building =]
Start Date (Required) — Enter the beginning date B
of the search. Attendance before that date will not |
be included in the report. e N

End Date (Required) — Enter the ending date of the Report Criteria
search. Attendance after that date will not be
included in the report.

Select a Class — If only those students that belong to a particular class are to be reported, select the class. If all
students are to be reported, leave this as “Not Selected.”

Select a site — If only students who are taking assessments at one site are to be included in the report, select
the site. Provider Administrators will be able to use “Not Selected” which will report on all sites.

Notes

If there is only one site, that site will be automatically selected.
Sample Report

/J Adult Education Testing - Microsoft Internet Explorer

J File Edit “iew Favortes Tools Help |

el 7t QW s s s e
Back Forivarnd Stop Fefresh  Home Search  Favorites  History b ail Frint Tracker Translate
JAgdreSS I@ http: ##test] fadulted/reports/reportsaction. azp j @Go
Adult Education Reports
Test Fiscal Year 2000

Attendance by Student

- | Start Date: 771599 | End Date: 2/15/00 | Class: all Classes | Site: ADE Building |

Level | Hours |

A, A
EsOL I 225

Adams, Jennifer

ABE Pre-Literacy 40.00
al, Big

ABE Pre-Literacy 3.00
ASE| 2.00

sub total: 5.00

Ri_Mirhalla LI

|&] Done [ | 5% Localintranet A
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Goals

Report Level
Provider level report.

Report Description

Lists Students’ goals and achievement levels.

Criteria:

Fiscal Year — Sclect the fiscal year whose students
you wish to list goals.

Select a Class — If only those students that belong to
a particular class are to be reported, select the class.
If all students are to be reported, leave this as “Not

Selected.”

/2 Adult Education Testing - Microsoft Internet Explorer [_ O[]
Fie Edi View Favoites Took Help |
= a5 ] B- 3 M o

Back | Fowerd Stop  Refiesh  Home | Search Favarites  History Hail Print  Tracker Translate
Address [&] hitp: ¢ test] faduited /repartsiieportsciiteria.asp Trid=25 =l @Be
[ Adult Education | Reports |

| 7est | Fiscal Year 2000

moinvenu [ Repors [ | | | togofi/exit
Criteria Entry

Which Fiscal Year? 2000 =l
Select a class ESOTS
Select 3 site [ADE Building =]
| RunPiepor | Cancel | Clear
|
&] Done [ [5% Localinznet 7

Report Criteria

Select a site — If only students who are taking assessments at one site are to be included in the report, select
the site. Provider Administrators will be able to use “Not Selected” which will report on all sites.

Notes

If there is only one site, that site will be automatically selected.
Sample Report

J File Edit Miew Fawartes Tools Help

J =

Back | Forward |

J Address I@ hitp:/dew] adulted/reports/repartsaction. asp

Adult Education

‘3 Adult Education Development - Microsoft Internet Explorer [_]O] x]
il B S 0 &
Stop Refresh  Home Search  Favortes  Histam il Print Tracker Translate
j @G0
Reports

TEST

Maintenu | Repors | | | | Looi/Ei

Fiscal Year 2000

- | Fiscal vear: zo00 | Class: All Classes Site: ADE Building |
Name Primary Achy Secondary Achv Cit Com Other_Goals
A, A Earned HS Diploma or Yes and Left Public Assistance Yes and Ves Yes
Equivalent {GED) Stayed Stayed
Al, Big Read More to Children - Mo Retained Employment ar M Mo No
FAM. LIT. Advanced
Asner, Ed Mo Mo Mo No
Bonaparte, No Mo Mo No
Mapoleon
D, D Mo Mo Mo Mo
Dingbat, Ima Received US Citizenship Mo Registered to Yote or M Mo Mo
tatad 1ot Tikna j
2] Done [ [ [T Localinranet 4
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) Adult Education Tesling - Microsolt Internet Explarer M|
Referrals i ... . .. ®&
B - A =
ReEort Level ‘ B‘?:K i Fu:v.ald i s?m Hsh Hfu;r;e Sgh Favortes  History %;n lﬁt Tvgier Trangiate
]Agdress@ hittp: /test /aduiteddeparts freportseriteria, asprid=15 =l @6
Provider level report. Adult Education =
Report Description rest Fiscal Year 2000

| rainvens | Repors ] | [ [ Logoff/eit |
List the number of students by referral type.

Criteria Entry
Criteria:

Start Date for Report {m/d/y) |7ﬂ/99

Start Date (Required) — Enter the beginning date of FdiPe e TonRopert (/e :2”5““ -
. . Select a class - NotSelected -

the search. Students registered before that date will

Select a site IADE Eulldlngj
not be included in the report. \ e T

End Date (Required) — Enter the ending date of the
search. Students registered after that date will not i B o ‘,'
be included in the report.

Report Criteria
Select a Class — If only those students that belong to

a particular class are to be reported, select the class. If all students are to be reported, leave this as “Not
Selected.”

Select a site — If only students who are taking assessments at one site are to be included in the report, select
the site. Provider Administrators will be able to use “Not Selected” which will report on all sites.

Notes

If there is only one site, that site will be automatically selected.
Sample Report

/3 Adult Education Testing - Microsoft Internet Explorer

J File Edit “iew Favorites Tools Help |

e it Qs Ly sy S
Back Farward Stop Fefresh  Home Search Favortes  History Mail Frint Tracker Translate
J Address I@ hittp: / fwnn. ade. state. az.us/adultedreporte/reportzaction. azp j @Go
Adult Education Reports

Yuma Reading Council/Crossroads Fiscal Year 2000

MainMenu | Repors | | | | Logoff/mxit

Referrals

+ | Start Date: 7/1/99 | End Date: 2/15/00 | Class: all Classes | Site: all Sites |
Referral Type Number Referred
Farmer Student 4
Counselor 1
|-
|@] Dore l_l_ o Intemet 4
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Separation Reasons

1
< Adult Education Testing - Miciosolt Internet Explorer =1 E3
File Edt Wiew Favoites Took Help ‘
Report Level e o B a e i e o
Back Forerd Stop  Refiesh  Home | Seach Fawortes History Mail  Pint  Tiacker Translate
Addiess |@ hitp:/test! /adulted/reports/reportscriteria. asp?rid=25 =] @60

Provider level report. =

| Adult Education \ Reports |

Report Descri ption | Fest | Fiscal Year 2000

[t vom | reports | T T o

List the separated students and the reasons that they

Separated‘ ‘which Fiscal Year? [2000 =1

- = - Select a class
M Select a site “ADE Building x|

Fiscal Year (Required) — Select the fiscal year [ oo ]t oo

whose students you wish to report. =
&] Done [ [T Locdl ntranet 7

Select a Class — If only those students that belong
to a particular class are to be reported, select the
class. If all students are to be reported, leave this as “Not Selected.”

Report Criteria

Select a site — If only students who are taking assessments at one site are to be included in the report, select
the site. Provider Administrators will be able to use “Not Selected” which will report on all sites.

Notes

If there is only one site, that site will be automatically selected.
Sample Report

/§ Adult Education Testing - Microsoft Internet Explorer

J File Edit “iew Fawvorites Toolz  Help |

J = e D el e ‘ B 9 m &

Back Fonward Stop Fefresh  Home Search Favorites  History il Frint Tracker Translate
J ddress I@ hitp: #/test] /adulted/reports/freportsaction. asp j @Go
T ' = | =l
| rest provider | Fiscal Year 2000

+* | Fiscal rear: 2000 | Class: all Classes | Site: ADE Building |

Reasons |

Al, Big - BKAD10165

Transportation Problems

David, Dawson - DDD111934
Moved

Fitzfitz, 2Ziggy - 2Z9F111934
Lack of InterestAnstruction Mot Helpful

Mitchell, Pete - P9MOB0944

Time andior Location of Class

|
|@ Done I_I_E'g,l Local intranet i

Adult Education Division 41 Arizona Department of Education



Adult Education Performance Adult Ed User's Guide.doc 6/13/00 Guide for Users

Student List

ngivF o 5@ Refresh Hﬁ S@h F@ Hég %‘. ;é T®k Tﬂ:
ac S 1op  Rsfresh  Home | Seach Favoites History i it Tracker Transiate
Re ort Level Addiess [B1 hitp: /et /sdubed/epone/eportsoriteris, asp7rid—25 =l @oo |
Provider level report. 1 Aguls Fdycatiop } Reports
Test Fiscal Year 2000
— R e gy
Report Description

) .
List of students registered.

wWhich Fiscal year?

Criteria: Eoice S

Select a site

FunPepont_ | Gancsl | Clear

Fiscal Year (Required) — Select the fiscal year
whose students you wish to report. =l

@] Done [ | [¥% Localintranet e

Select a Class — If only those students that belong to Report Criteria
a particular class are to be reported, select the class.
If all students are to be reported, leave this as “Not Selected.”

Select a site — If only students who are taking assessments at one site are to be included in the report, select
the site. Provider Administrators will be able to use “Not Selected” which will report on all sites.

Notes

If there is only one site, that site will be automatically selected.
Sample Report

/§ Adult Education Testing - Microsoft Internet Explorer

J File Edit Miew Favortes Tool:  Help |

e 6 et liEl B S T
Back Farward Stop Fefresh  Home Search Favortes  History M ail Frint Tracker Translate
JAgdress I@ hitp:/ Atest] Aadulted/reports/reportzaction. asp j ﬁﬁo
Adult Education Reports

Test Fiscal Year 2000

Maintenu | Reports || | | Logoff/Exit

Student List

- | Fiscal vear: 2000 | Class: all Classes | Site: ADE Building |

D Last First DOB

444040567 & A 4/5/67

BKA4O10165 Al Big 1/1/65

EQ4a091266 Asner Ed 9/12/66

NIBO10100 Bonaparte MNapaoleon 1/1/1900

DDD111934 Dawvid Dawson 11/19/34

Z9F111934 Fitzfitz Ziggy 11/19/34 LI
|@ Done |_|_|_!':,1 Local intranet i
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Student Mailing List

2l Adult Education Testing - Microsoft Internet Explorer =] B
Fie Edit View Favoites Tooks Help |
Report Level . 7 0 gl B & & g
Back Forard Stop Refresh  Home Search  Faworites  History Mail Print Tracker Translate
Address [&] hitp://testl /adulted/ieparts/repartseiiteria. asprid=25 =] @6

Provider level report.

[ Adult Education \ Reports | H

pr T \ Fiscal Year 2000
Report Description T B O S WYY

List of students registered with addresses.

Criteria: which Fiscal Year? Jzo00 =l
Select a class 0
Fiscal Year (Required) — Select the fiscal year Select 2 5= [FozBurarg =]
whose students you wish to report. R feee) el

Select a Class — If only those students that belong
to a particular class are to be reported, select the
class. If all students are to be reported, leave this
as “Not Selected.”

=
A

@] Done [ [ 5% Localintranet

Report Criteria

Select a site — If only students who are taking assessments at one site are to be included in the report, select
the site. Provider Administrators will be able to use “Not Selected” which will report on all sites.

Notes

If there is only one site, that site will be automatically selected.
Sample Report

3 Adult Education Testing - Microsoft Internet Explorer

J File Edit %ew Favortes Toolz Help |

o = @ @ g a & gl g 0 @
Back Farward Stop Refresh  Home Search Favortes  History I ail PFrint Tiacker Translate
JAgdress I@ http: /ftest] AadultedAieparts/reportzaction.asp j @ Go
=
Adult Education Reports

Test Fiscal Year 2000

- | Fiscal vear: 2000 | Class: all Classes | Site: ADE Building | 1]
Student Address City
Al, Big 1600 Pennsylvania Ave. \Washington, DC 10101
Anderson, alan 123 Some Street, apt 30 Peoria, AZ 85002
Asner, Ed 1267 Tyler Wway Tempe, AZ 85345
Bonaparte, Napaoleon 980 S. Rural Road Chandler, 42 85908
David, Dawson 10115 M. 75th Ave, Peoria, AZ 8E5EEE
|@ ’_l_l_!ﬂ Local intranet ;/,I
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Troubleshooting
Frequently Asked Questions (FAQ)

| don’t see all of the menus and reports that the user quide shows. Why?

Not all users have access to all of the reports or menu items.

Solution: If you need access to a menu or report, have an authorized person contact the Department of
Education (see the front of this manual for contact information) to request access. Once this access has been
granted, you will need to logoff, then back on.

When | add a student, why am | the only one who can see the student record?

Most users will be able to see and edit records for one site only. The site(s) to which a student belongs is not
determined until the student has been assigned to a class. Until the user has been assigned a class, only the
provider administrator and the user who entered (or last changed) the student record will be able to see the
student.

Solution: Add the student to a class at the site. Once the student has been added to a class at their site, all
users at that site will be able to see the student record. All users can add students to classes from the Class
Information — Review screen (see page 25).

Whenol print the screen from student view, why are all of the checkboxes
black?

The checkboxes in the student view are disabled from input. This makes them gray with a darker gray check
mark. Often this will print as solid black or gray.

Solution: To print a student record from the screen, go into edit mode and print. The check marks will show
as black checks on a white box.

When | start a report, why can’t | change the site?

Most users will be able to print for a single site. Only provider administrators can print reports for multiple
sites.

Solution: Have the provider administrator print the report.
| need to be able to enter data for more than one site. How can | do that?

Only provider administrators can input data for multiple sites. If you need to input data for several, but not all
sites, you will need a separate login for each site.

Solution 1: Become a provider administrator (requires approval and changing your user account at the
Department of Education).

Solution 2: Get a separate login for each site at which you are authorized to use. To change sites, you will
need to log off, then enter the application again with the new user ID.

Adult Education Division 44 Arizona Department of Education
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Why can’t | edit student records, hours, assessments, or classes?

Most probably, the fiscal year you are editing is closed and does not allow further changes. The system
administrator at the Department of Education determines when a year is closed. It is generally closed a short
time after the year ends.

Solution: Make sure all changes are done before the published closing date for the year.

If you are editing the current year or the year is not closed, you may not have the rights you need to make
changes. User rights can be changed by the system administrator at the request of the provider.

Solution: Request rights to enter data through your provider administrator.

Adult Education Division 45 Arizona Department of Education
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